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Introduction 

Welcome to the CNP 2000 Summer Food Service Program (SFSP) on the Bright from the Start: Georgia 
Department of Early Care and Learning web site.  

Web Site Benefits and Features 

The CNP2000 system is a menu-driven, graphical user-interface with comprehensive maintenance utilities 

allowing online submission and approval of documents and claims via the Internet by State Agency 

personnel and Sponsor users. Other key system features are: 

 Through a single interface, information regarding sponsors, applications, claims, reports, and 

advances is managed. 

 A single database works behind the scene to combine core information that can be utilized across 

the child nutrition programs. 

 Partially completed documentation can be saved on-line, allowing the user to complete the process 

at a later time. 

 User access to the programs is via login ID and password. User access to functionality within the 

system is assigned by Security Groupings, with all user access administered by State Agency 

personnel. 

Sponsor User Manual 

This user manual is intended for use by the SFSP Sponsors. It is designed to provide a general 

understanding of how to use the CNP 2000 web site to utilize the Georgia SFSP program efficiently. To 

achieve this objective this manual will provide you with: 

 A general explanation of each feature available to you 

 Screen examples of web site pages and forms 

 Step by step instructions for utilizing the web site features 

 Tips and Notes highlighted in gray to enhance your understanding of the system 
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Getting Started 

Before you can begin using the CNP 2000 web site you must have an assigned Username and Password as 

well as access to the Internet to logon to the web site.  

Accessing the Web Site 

The CNP 2000 Main page can be accessed by opening your Internet browser and entering the following 

URL in the Address line: https://www.cnp2000.decal.ga.gov. 

Tip: You can add this URL to your browser’s FAVORITES list or create a shortcut to the URL on 

your desktop for quicker access to the site. Refer to your browser or operating system manual or 

help files for further information. 

 

Figure 1: DECAL Main Page 

 Click CNP 2000 LOGIN to display the Login page. 

Logging On 

 To logon to CNP 2000, enter your Username and Password, and then click Login. 

Tip: If you do not have a Username and Password, contact the CNS Security Administrator. 

https://www.cnp2000.decal.ga.gov/
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Figure 2: CNP 2000 Login page 

System Navigation 

Once you login to CNP 2000, the CNP 2000 Home page displays. The CNP 2000 Home page displays a 

menu of the programs supported by the system, a link to the CORE Information menu for system setup and 

maintenance, and various informational links and messages. 

 

Figure 3: CNP 2000 Home Page 
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 Click Summer Food Service Program. The SFSP Home page displays.  

 

Figure 4: SFSP Home page 

From this point forward, all of the pages and forms in the system are displayed within a blue navigational 

frame. The two main components of the navigational frame are the Quick Navigation Buttons at the top 

right corner and the Main Menu on the left-hand side of the screen. 

NOTE: Remember to use the Submit button to save your work before using the Quick Navigation 

Buttons or Task links to navigate to another page. If the work is not saved or submitted, all 

input will be lost. 
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Quick Navigation Buttons  

The Quick Navigation buttons are located at the top right corner of the Navigation Frame. 

Button Action 

CNP 2000 Home Returns to the CNP 2000 Home Page or to the SFSP home page if SFSP is the 
only program the sponsor uses 

SFSP Home Displays the Summer Food Service Program Home Page 

Exit Logs you off of the system and returns you to the CNP 2000 Login page. 

Main Menu  

The Main Menu is a list of expanding submenus located on the left-hand side of the Navigation Frame. 

Click a menu (e.g., Applications) to display the list of tasks available under that menu. Click a task (e.g., 

Sponsor Application) to work within that task. The submenus listed on the Main Menu and tasks available 

under each will vary depending upon your assigned security access/level. 

Following is a list of the menus available on the Main Menu together with the tasks available under each. If 

you are not authorized to access a menu or perform a specific task, it is not displayed on your Main Menu. 

Application 

 Report Card – Displays changes in program participation from the previous year 

 Letter of Intent  – Allows you to create, modify or delete a letter of intent  

 Sponsor Application – Allows you to create, modify or delete information in a sponsor 

application packet 

 Available Forms – Downloadable forms for the SFSP 

Accounting 

 Payment Summary – Allows you to view payments by Sponsor  

Claims 

 Claim – Allows you to enter claims for reimbursement under the SFSP 

Maintenance 

 Change Password – Allows you to enter or view the Operating Rates 

 

Error Processing 

All information that is entered on the system is checked to ensure it conforms to data entry guidelines and 

system rules. The system performs two types of checks on information entered - Input Edits and Business 

Rule Edits. 

Input Edits 

The system uses Input Edits to check for input errors whenever a screen is submitted. Input errors are 

generally typographical mistakes such as entering a 4-digit Zip Code or entering alpha characters in a 

numeric field. If a form contains input errors, the results page will show a list of errors found. An error 
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code and a description of the error displays in red. In addition, the error code displays in front of the field 

containing the error. Input Errors must be corrected before any data can be saved.  

Business Rule Edits 

Business Rule edits are used to check a form to ensure that all required data is entered and to make sure that 

information entered conforms to program rules and regulations, as defined by USDA and CNS. For 

example, if you enter meal times that do not meet the guidelines, you receive a Business Rule error.  

The system runs Business Rule edits when a screen is saved on the system. Forms are saved when Submit 

is click ed. Business Rule errors are displayed in red on the Results screen. The errors also displays the next 

time the form is submitted. Each error has a Code, a Description and a Type. The code is the number of the 

Business Rule. The description explains the rule that was violated in order to create the error. Errors are 

listed by type. Errors are listed as either a Critical Error or a Warning Error. 

 Critical Error – Critical errors must be corrected before an application can be approved. 

 Warning – Warning errors are not crucial to the approval of an application and do not have to be 

corrected before the application can be approved. 

 

Figure 5: Error Messages 

Errors can be corrected immediately or you can return to the application later to correct the error. 
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How To: Resolve Error Messages 

The How To sections provide step-by-step instructions for some of the common processes performed by 

users.  

Follow the steps below to resolve error messages: 

1. After a screen is saved error messages may appear.  

2. Read the Error Message to determine what correction is needed. 

3. Click <Back to return to the screen where the errors exist. 

4. Make corrections based on the error message description.  

5. Click Submit to save the changes. 
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Sponsor Application Packet 

In order to participate in the Summer Food Service Program (SFSP), Sponsors must submit a Sponsor 

Application packet for review and approval. A new Sponsor Application packet must be submitted and 

approved at the beginning of every Program Year. Once approved, monthly claims for reimbursement may 

be made, approved and paid. The table below provides a brief overview of the tasks performed, and by 

whom, to complete the SFSP Sponsor Application and Approval process on CNP 2000. 

Performed By Task 

Sponsor Submit online Letter of Intent 

State Review and approve Letter of Intent 

Sponsor Submit online Sponsor Application form 

Sponsor Submit online Authorized Signer form for each of Sponsor’s authorized signers 

Sponsor Submit online Board Members form, if applicable 

Sponsor Submit online Site Applications for each of Sponsor’s Sites 

Sponsor Submit online Management Plan, if applicable 

Sponsor Submit online Summer Food Service Program Budget 

Sponsor Submit Certifications 

Sponsor Submit Advance Request, if applicable 

State Review and approve Sponsor Application, Site Applications, Budget and other 

applicable submissions 
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Sponsor Application Menu 

The Sponsor Application Menu is the starting point for all tasks related to the Sponsor Application packet. 

You can access the Sponsor Application Menu by using the Sponsor Application search page to select an 

existing Sponsor Application packet or to create a new Sponsor Application packet for the Program Year. 

Sponsor Application Search Page 

From the Sponsor Application search page, you can create a new Sponsor Application Packet for a Program 

Year or search for an existing Sponsor Application Packet using the Agreement Number search box or 

Sponsor Index.  

 

Figure 6: Sponsor Application Search Page 

Sponsor Application Search 

 Use the right or left arrow   to select the Program Year you wish to work in. 

 To use the Index to search for a Sponsor with an application on file for the selected Program Year, 

click a letter or number to display a list of all Sponsors whose name begins with the selected letter 

or number. Clicking All displays all Sponsors. 

 To create a new application packet for the selected year, enter the Sponsor’s Agreement Number 

in the Agreement Number search box, and then click GO. The Sponsor Application Menu is 

displayed. 

 Click New Application to search for a Sponsor(s) who has not yet filed a Sponsor Application for 

the Program Year. 

Sponsor Application Menu 

The Sponsor Application menu contains various application-related tasks together with status information 

displayed beside several of the tasks. The Sponsor Application menu below displays all of the tasks that 

may appear on the menu. The Sponsor Application menu for a sponsor who has not yet submitted a 

Sponsor Application for the Program Year displays only two tasks: Authorized Signatures and Sponsor 

Application. Other menu items are displayed but are not active and cannot be selected. Once the Sponsor 

Application has been submitted, all menu items on the Sponsor Application menu are active. 
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Figure 7: Sponsor Application Menu 
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The table below lists all of the tasks and links that may display on the Sponsor Application menu together 

with a description of each. Click GO! to the left of the specific task you wish to access. 

Task 

Additional Info/Link 
Description 

Sponsor Application Accesses the Sponsor Application currently on file for the selected 
program year. Displays the status of the application  

Additional Information: 

Application Status 

INCOMPLETE – Indicates the application is incomplete or contains errors. 

OK – Indicates the application contains no errors and is ready for approval.  

Error Status # ERROR(S) – Indicates the number of errors contained in the 
application.  

Authorized Signatures Allows you to add, modify or remove an Authorized Signature 

Additional Information: 
# Authorized Signature(s) 

Displays the number of Authorized Signature(s) on file for the Sponsor 

Board Members Allows you to add, modify or remove a Board Member 

Additional Information: 
# Authorized Signature(s) 

Displays the number of Board Members(s) on file for the Sponsor 

Site Application(s) Accesses the Site Information page 

Additional Information: 
Site Status 

Number Approved – the number of site applications that are 
approved 

Number Unapproved – the number of site applications that are not 
approved 

Number No Participation – the number of site applications that are 
no participation 

Number Denied – the number of site applications that are denied 

Management Plan Accesses the Management Plan 

Budget Accesses the SFSP Budget 

Additional Information: 
Number of Revisions 

Not Started – Indicates that no Program Budget has been entered 

Original Only – Indicates only the Original Budget is on file 

Number of Revisions # – If revisions to the budget have been 
submitted, the number of revisions displays 

Menu Plans Accesses the SFSP Menu Plan 

Certifications Allows you to enter Certifications Statements 

Additional Information: Not Started – Indicates that no Program Budget has been entered 

No Errors – Indicates that the Certifications are complete 

Advances Allows you to request Advances 

Additional Information: Not Started – Indicates that no Program Budget has been entered 

Advance Requested – Indicates that an Advance has been 
requested 

Check List Accesses the Checklist Documents Program Menu 

Notes Accesses the Notes screen 

Transaction History Report Accesses the report that shows all transactions for a given Sponsor 

Application Suspense 
Tracking 

Accesses the Application Suspense Tracking screen  
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Accessing a Sponsor Application Packet 

Follow the steps below to access the Sponsor Application menu from the SFSP Main Menu. 

1. Click Applications on the SFSP Main Menu to display the Applications tasks. 

2. Click Sponsor Application. The Program Year list is displayed.  

3. Select a Program Year from the Program Year list by clicking the desired year. The Sponsor 

Application Search Page displays with the selected year indicated.  
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Sponsor Profile 

The Sponsor Profile must be entered before a sponsor can enter their application. Clicking GO! enables the 

program administrator access to the sponsor profile.  

Authorized Signatures 

As part of the Sponsor Application packet, at least one authorized signature must be entered. If there are no 

authorized signatures on file for the Sponsor, the Sponsor Application cannot be submitted for approval. 

NOTE: Once an authorized signature is on file for a Sponsor, it will remain in the system as an active 

authorized signature for the Sponsor until it is removed, regardless of the Program Year. 

Authorized Signers Menu 

The Authorized Signers menu displays a list of authorized signers for the Sponsor. The list displays the 

status of each signer together with links allowing the signer to be modified or removed. To access the 

Authorized Signers Menu, click GO! to the left of Authorized Signatures on the Sponsor Application 

menu.  

 

Figure 8: Authorized Signers Menu 

Signers 

 If the Sponsor has not yet authorized any signers, the message No signer information available. 

displays in the Signers section. 
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The following buttons are located at the bottom of the Authorized Signer Menu: 

Click this To 

< Back to Sponsor Return to the Sponsor Application menu. 

Cancel Return to the Application Information menu. 

Add Signer Display a blank Add/Update Signer form. 

Add/Update Signer Form 

The Add/Update Signer form is used to add a new Authorized Signer or to update an Authorized Signer’s 

information. Below is an example of the Add/Update Signer form: 

 

Figure 9: Authorized Signers – Add/Update Signer 

Add/Update Signer 

 The Add/Update Signer form is used to add or update an authorized signer. 

 If adding a signer, the form is blank as shown above. 

 If updating a signer’s information, the form displays the information as well as the name of the 

person who created/authorized the signer, and the date the signer was initially created/authorized.  
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 If the Signer’s information has been modified, the name of the person who last modified the 

information is displayed as well as the date it was last modified. 

How To: Add an Authorized Signer 

Below are the steps for adding an authorized signer. 

1. From the Sponsor Application menu, click GO! for Authorized Signatures. The Sponsor’s 

Authorized Signers Menu displays. 

2. Click Add Signer at the bottom of the page to add an authorized signer. The Add/Update Signer 

form displays. 

3. Complete the Add/Update Signer form and click Submit. The message Signer Added/Updated 

displays. 

4. Click Finish to return to the Authorized Signers menu. The new signer is added to the list of 

signers with a status of ‘Active’. 

5. Click Add Signer to add another signer or click <Back To Sponsor to return to the Sponsor 

Application menu. 

How To: Modify an Authorized Signer 

Below are the steps for modifying an authorized signer. 

1. From the Sponsor Application menu, click GO! for Authorized Signatures. The Sponsor’s 

Authorized Signers menu displays.  

2. Click Modify beside the signer you wish to modify. The Add/Update Signer form displays. 

3. Make the needed modifications and then click Submit. The message Signer Added/Updated 

displays. 

4. Click Finish to return to the Authorized Signers menu. 

How To: Remove an Authorized Signer 

Below are the steps for removing an authorized signer. 

1. From the Sponsor Application menu, click GO! for Authorized Signatures. The Sponsor’s 

Authorized Signers menu displays.  

2. Click Remove beside the signer you wish to remove. The signers name and title displays together 

with a prompt to Please press REMOVE to confirm.  

3. Click Remove. The message Signer was successfully removed displays. 
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Sponsor Application 

Once an authorized signer is on file for the Sponsor, the Sponsor can complete and submit the online 

Sponsor Application. From the Sponsor Application menu, click GO! for Sponsor Application to access 

the Sponsor Application. 

Sponsor Application Form 

The Sponsor Application gathers basic program information about the Sponsor. When creating a new 

Sponsor Application for a Program Year, some information is populated from the Sponsor’s last application 

if the Sponsor participated in the program in a previous Program Year. 

Sponsor Application 

Below is an example of the Sponsor Application. 

 

Figure 10: Sponsor Application – Address Information 

Mailing Address and Street Address 

 The top of the Sponsor Application form displays the Program Year and the Sponsor Name, 

Agreement Number, and Federal ID number is populated from the Sponsor Profile.  

 Enter the Mailing Address, including the Address, City, and Zip Code. Enter the two-digit State 

code if different than GA. From the County list, select the county.  

 If the Street Address is the same as the mailing address, select the Street address same as 

mailing address check box and the system automatically populates the Street Address fields from 

the Mailing Address. If the Street Address if different, enter the information in the fields provided. 
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Figure 11: Sponsor Application – Contact Information and Operating Dates 

Contacts – Sponsor Contact and Operating Dates 

 Enter the Name, Title, E-Mail Id, Summer Phone, Year Round Phone and Fax number for the 

Sponsor Contact. 

 From the Earliest Beginning Date and Latest Ending Date lists, select the appropriate dates. 

Enter the Total Operating Days. From the Last Month of the Program Year list, select the 

desired month. 

 

Figure 12: Sponsor Application – Sponsor Type, Program Description, Misc. Information 

 From the Sponsor Type, Program Description, Food Service Management Company (FSMC) 

and Type of Audit Required lists select the appropriate choices. If the FSMC selected is Other 

type in the NSMC name.  

 Click Yes to indicate the Sponsor will be serving infants. 

 Click Yes to indicate the Sponsor provides year-round service to the community. 

 Click Yes to indicate the Sponsor has been terminated or determined seriously deficient in 

operation of SFSP or other Child Nutrition Programs. 

 Click Yes to indicate the Sponsor will be providing an alternate menu for sites, special events or 

field trips. 

 Select Back-up Menus, Alternate Menu for sites and/or Field trips/Special Events as 

appropriate. 

 Complete the Sponsor Staffing Plan section by entering the number of Full-Time, Part-Time and 

Volunteer Staff. 
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Figure 13: Sponsor Application – DECAL Internal Use Only 

Except as indicated below, the following buttons are located at the bottom of each page of the Sponsor 

Application: 

Click this To 

Cancel Return to the Sponsor Application menu. Does not save input. 

Submit Check form for input and business rule errors. Saves all input and returns to the 
Sponsor Application menu. 

Input Errors 

The system checks for Input Errors when Submit is click ed. Input Errors are data entry such as entering a 

4-digit Zip Code or entering characters in a numeric field. If a form contains input errors, the form 

redisplays with an Input Error section at the top listing each error in red, with an error code in parentheses. 

The red error code also displays in front of the field containing the error. Input Errors must be corrected 

before any data is saved. Below is an example of a Sponsor Application with Input Errors. 

 

Figure 14: Input Errors (in a Sponsor Application) 

Business Rule Errors  

After the system checks for Input Errors, Business Rule edits are run when a form is submitted. Business 

Rule errors result from entering inadequate or incorrect information.  

Business Rule errors are displayed in red on the form’s Results page. Each error has a corresponding Code 

and Type. The error Type indicates whether it is an Inactive (I) or an Active (A) Error. 

 Inactive Error – Critical errors must be corrected before an application can be approved. 

 Active Error – Warning errors are not crucial to the approval of an application and do not have to 

be corrected before the application can be approved. 

Below is an example of the SFSP Application Results page.  
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Figure 15: Application Results with Business Rule Errors 

How To: Submit a New Sponsor Application 

Below are steps for submitting a new Sponsor Application: 

1. Click Applications on the SFSP Main Menu to display the Applications tasks. 

2. Click Sponsor Applications to display the Program Year page. 

3. If the Program Year is not correct use the   arrows to select a Program Year. 

4. Click New> to display the Sponsor Application form. 

5. Complete the form and then click Submit to save the application. The system checks the 

application for input errors and runs business rule edits.  

If the application contains no errors, the SFSP Application Results page displays with the message 

Application Saved. Go to Step 8. 

If the application contains input errors, the application form redisplays with an Input Error section 

at the top of the application listing the errors. Input errors must be corrected before the application 

can be submitted and saved.  

If the application contains business rule errors, the application is saved and the errors are listed in 

red on the SFSP Sponsor Save page. To correct business rule errors, go to Step 6.  

6. Click <Back of the Application Results page to return to the Application form. 

7. Make the necessary changes to the application to correct the errors and then click Submit to 

submit the changes. The system re-checks the application for errors and displays the Application 

Results page. 

8. Click Finish to continue. The Sponsor Information Page displays. 

9.  

How To: Modify a Sponsor Application 

A Sponsor Application can be revised or updated at any time after it has been saved on the system.  
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NOTE: If the application being modified has already been approved, changes to the application 

resulting in business rule errors nullify the approval and change the application status to 

‘Incomplete’. 

Below are the steps for modifying a Sponsor Application: 

1. From the Sponsor Application menu, click GO! to the left of Sponsor Applications. The Sponsor 

Application currently on file for the Program Year displays. 

2. Make the necessary modifications to the application and then click Submit. As with the original 

submission of the application, the system checks the application for input errors and runs business 

rule edits.  

3. Make any necessary changes to the application to correct the errors and then click Submit to save 

the changes. The system re-checks the application for errors, saves the modifications and displays 

the Application Results page. 

4. Click Finish to continue. The Sponsor Information page displays. 

To Delete a Sponsor Application 

A Sponsor Application can only be deleted for a program year if the Sponsor has not yet submitted any 

claims for that year. Below are the steps for deleting a Sponsor Application. 

WARNING: Deleting a Sponsor Application will result in the deletion of all information related to 

the Sponsor application packet including all site applications for the program year. 

1. Click Applications on the SFSP Main Menu to display the Applications tasks. 

2. Click Sponsor Applications. 

3. Select a Program Year from the Program Year list by Clicking the appropriate year. The Sponsor 

Application Selection page displays with the selected year indicated. 

 

NOTE: After you have initially selected a Program Year, Clicking Sponsor Application on the Main 

Menu takes you directly to the Sponsor Application Index Page, skipping the Program Year 

list. If you wish to work in a different Program Year other than the one displayed at the top of 

the page, use the right or left arrow button   to select the appropriate Program Year. 

4. Click a specific letter or number or All to display a list of Sponsor names that begin with the 

selected letter or number or a list of all Sponsors for which Sponsor applications are on file.  

5. Click Delete to the right of the Sponsor Name. The Sponsor’s Name, IRN and Program Year 

displays together with a warning message and a prompt to Please press Delete to confirm. 

6. Click Delete to delete the Sponsor Application packet. The message Sponsor was successfully 

deleted displays. 
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Board Members 

After the Sponsor Application has been submitted, Board Members displays on the Sponsor Application 

menu if the sponsor is a Private Non-Profit Organization. To access the Board Members, click GO! to the 

left Board Members on the Sponsor Application menu. The Board Members page displays. 

 

Figure 16: Board Member List screen 

 Click Add Board Member. The Board Member Information screen displays. 

 

Figure 17: Board Member Information screen 
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Figure 18: Board Member Information screen (cont) 

 Enter the board member information and click Save or Continue>. 

 Select the check box to indicate the Board Member is the Chairman of the Board.  

 When the Board information is complete, click <Back. 
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Site Application(s) 

After the Sponsor Application has been submitted, Site Applications displays on the Sponsor Application 

menu. The Sponsor must enroll each participating Site in the program by submitting a Site Application for 

approval. Like the Sponsor Application, a new Site Application must be submitted for each site as part of 

the Sponsor Application packet each program year. To access the Sponsor’s Site Applications, click GO! to 

the left of Site Applications on the Sponsor Application menu. The Site Information page displays. 

Site Information Page 

Below is an example of the Site Information page. This page displays a list of the Sponsor’s sites that have 

Site Applications on file for the program year.  

 

Figure 19: Site Information Page 

Sponsor Site(s) 

 If the Sponsor has not yet submitted any Site Applications, the Site Information page displays the 

message No Sites applications found for this Sponsor/Year. If one or more Site Applications 

are on file for the Sponsor, the Site Information page displays a list of these sites. 

The following buttons are located at the bottom of the Site Information page: 

Click this To 

< Back to Sponsor Return to the Sponsor Application menu. 

Add Site Display the Add Site Application page. 

 



SFSP 
User Manual 

Web-Based Child Nutrition Programs 

Georgia 

 

Page 24 of 61 

 
 

Add Site Application Page 

Below is an example of the Add Site Application page. Only sites for which the Sponsor can submit a Site 

Application are listed.  

 

Figure 20: Add Site Application Page 

Add Site Application 

 Click Click here to enroll (Site Name) in the SFSP Program to add a Site Application for the 

selected site. 

The following button is located at the bottom of the Add Site Application page: 

Click this To 

< Back  Return to the Sponsor Application page. 

 

SFSP Site Application Form 

 

Figure 21: SFSP Site Application – Street Address, Sponsor Contact / Site Supervisor  
and Site Description 
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Street Address, Sponsor Contact/Site Supervisor and Site Description 

 The Street Address populates with the address from the prior year site application if available. 

 After selecting the county from the County list, click Refresh School Names. This prepares the 

site application for the information to be entered in the next section. (The list of schools in the 

Eligibility Information section is based on the county selected.) 

 Enter the Sponsor Contact / Site Supervisor information. 

 Click Indoor Site or Outdoor Site to indicate the Site Description and then select the appropriate 

type from the Type of Location list. 

 

Figure 22: Site Application – Eligibility Information  

Eligibility Information 

 Select a Site Type.  

 Enter any additional information required for the selected site type.  

 From the Select the School from which the site draws its attendance list, click the desired 

school. (You must select the county from County list and click Refresh School Names in the 

above address section in order for the correct schools to display). The School Site Data for Free & 

Reduced Total and Percent automatically populates with the stored information for the selected 

school. 
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Figure 23: Site Application – Racial / Ethnic Data 

Racial / Ethnic Data 

 From the Name of a School list, select the in which the site is located. (You must select the 

County from the drop-down list and click Refresh School Names in the above address section in 

order for the correct schools to display). The percentages and total are automatically populated 

with the stored information for the selected school. 

 Enter the Number of enrolled participants in each racial /ethnic group for this center. The 

percentages of each are then automatically computed. 

 

Figure 24: Site Application – Operating Dates, Operating Days, and Hours Meal Served 

Operating Dates, Number of Operating Days, Hours Meal Served  

 From the Beginning and Ending Dates lists, select the appropriate dates. 

 Enter the number of Operating Days for each month of operation. 

 Enter the Total Days of operation. This is the total of all values entered for each month. 

 From the Begin and End lists, select the time of each meal type served. 

 Enter the Average Daily Attendance (ADA) and Cap for each meal served. The Cap field is not 

displayed for sponsor users. 
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Figure 25: Site Application – Days of Operation and Activities at Site 

Days of Operation and Activities at Site 

 Select the appropriate check boxes to indicate the Days of the week that the site operates. 

 Select the appropriate check boxes to indicate the Activities at the Site. 

 

Figure 26: Site Application – Meal Service Questions  

Meal Service Questions 

 Click Prepare for this site only, Prepare for Multiple sites or Receive Meals from a central 

kitchen to indicate the Meal Preparation Type.  

 Click Rural or Urban to indicate the site’s location. 

 Click Yes or No to indicate whether the site is Offer vs. Serve. 

 From the Children are Served list, select Cafeteria Style, Snack Lunch, Family Style, Other, 

Bulk Delivery or Self Serve. 

 Select the Teachers, Site Supervisor or Aides check box to indicate how Children are 

supervised during the meal. 

 Click Yes, No or N/A to answer each question in the meal service question section. 
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Figure 27: Site Application – Addition Site Information and Miscellaneous 

Additional Site Information and Miscellaneous 

 Click Yes or No to answer each question in the Additional Site Information. 

 If there are Other Sites located in the same district, enter the site names in the box provided. 

 Select the No Participation check box, if applicable. The date the screen is submitted displays as 

the No Participation Date. 

The following buttons are located at the bottom of the form: 

Click this To 

< Back  Return to the Site Information page. Does not save input. 

Cancel Return to the Site Information page. Does not save input. 

Submit Check form for input and business rule errors. Saves input and displays the SFSP 
Site Application Results page. 

 

How To: Add a Site Application 

Below are steps for adding a Site Application to the Sponsor Application packet. 

1. From the Sponsor Application menu, click GO! to the left of the Site Application(s) menu item. 

The Site Information page displays. 

2. Click Add Site. The Add Site Application page displays with a list of available sites to add. 

NOTE: If a Site does not have a Site Application on file and does not appear on this list, a Site Profile 

for the Site must be added to the Sponsor Profile by the State Administrator.  

3. From the Available Sites to Add list, click Click here to enroll (Site Name) in the SFSP 

Program for the site for which you wish to add an application to the SFSP program. The SFSP 

Site Application page displays. 

4. Complete the SFSP Site Application form. 

5. Click Submit to submit the form. As with the Sponsor Application form, the system checks the 

form for input errors and runs business rule edits.  
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6. Make any necessary changes to the form to correct the errors, and then click Submit to save the 

changes. The system re-checks the application for errors, saves the data entered, and displays the 

Application Results page. 

7. Click Finish to continue. The Site Information page displays. 

How To: Modify a Site Application 

Below are the steps for modifying a Site Application: 

NOTE: If the application being modified has already been approved, changes to the application 

resulting in business rule errors will cause the application status to change to ‘Incomplete’. 

1. From the Sponsor Application menu, click GO! to the left of Site Application(s). The Site 

Information page displays. 

2. Click Modify beside the site whose application you wish to modify. The SFSP Site Application 

page displays. 

3. Make the necessary modifications to the application, and then click Submit. As with the original 

submission of the application, the system checks the application for input errors and runs business 

rule edits.  

4. Make the necessary changes to the application to correct any errors, and then click Submit to 

submit the changes. The system re-checks the application for errors and displays the Application 

Results page. 

5. Click Finish to continue. The Site Information page displays.  

How To: Delete a Site Application 

A Site Application can only be deleted if the Sponsor has not yet submitted any claims for the Program 

Year. Below are the steps for deleting a Site Application. 

1. From the Sponsor Application menu, click GO! to the left of Site Application(s). The Site 

Information page displays. 

2. Click Delete in the Action column for the site whose application you wish to delete. The Delete 

Site Application page displays. 

3. The Site Name and Sponsor Name display together with a prompt to Please press DELETE to 

confirm. 

4. Click Delete to delete the Site Application. The message Successfully deleted displays. 

5. Click <Back to return to the Site Information page. 
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Management Plan  

Once the Sponsor Application and Site Application have been submitted, Management Plan displays on 

the Sponsor Application menu. 

 The Sponsor Application screen now provides a status message pertaining to Management 

Plans for fiscal years 2007 and later. 

 

Figure 28: Sponsor Application Screen with Management Plan Status 

The table below lists the possible status messages displayed: 

Status Message Displays if 

Not Started No Management Plan currently exists. 

Original Only Only the original Management Plan exists and is approved. 

Number of Revisions n The most recent Management Plan is a revision and is approved. 

Errors Exist The most recent Management Plan has errors. 

Unapproved The most recent Management Plan does not have any errors and is not 
approved. 

Revision Needed The most recent Management Plan does not have any errors and is marked 
that a revision is needed. 

 

 Click GO! to the left of Management Plan on the Sponsor Application menu to access the 

Management Plan screen. 

 

Figure 29: SFSP Management Plan Status 

The above screen shows that no management plan has been submitted. 

 Click Add Plan to access the Management Plan screen. 
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Figure 30: SFSP Management Plan form 
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Figure 31: SFSP Management Plan form (cont) 
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Figure 32: SFSP Management Plan form (cont) 

 

 Complete the Management Plan and click Save. 
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 If errors exist messages are displayed.  

 

Figure 33: Errors Screen 

 Click Edit. 

 Make the necessary corrections and click Save. A confirmation screen displays. 

 A confirmation screen displays. 

 Click Finish. 

 

Figure 34: SFSP Management Plan status 

 Click <Back to Sponsor to return to the Sponsor Information screen. 

How To: Add a Summer Food Service Program Management Plan 

Below are steps for adding a SFSP Management Plan to the Sponsor Application packet. 
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1. From the Sponsor Application menu, click GO! to the left of Management Plan. The SFSP 

Management Plan page displays. 

2. Click Add Plan. The Management Plan screen displays. 

3. Enter the Management Plan and click Save. The Confirmation screen displays. 

4. Click Finish to continue. The Management Plan page displays. 

How To: Modify a SFSP Management Plan 

Below are steps to modify a SFSP Management Plan.  

1. From the Sponsor Application menu, click GO! to the left of Management Plan. The SFSP 

Management Plan page displays. 

2. Click Modify in the Action column. The Management Plan screen displays. 

3. Modify the Management Plan and click Save. The Confirmation screen displays. 

4. Click Finish to continue. The Management Plan page displays. 

How To: Delete a SFSP Management Plan 

Below are steps to delete a SFSP Management Plan.  

1. From the Sponsor Application menu, click GO! to the left of Management Plan. The SFSP 

Management Plan page displays. 

2. Click Delete in the Action column. The Delete Management Plan confirmation screen displays. 

3. Click Delete. The Confirmation screen displays. 

4. Click <Back to continue. The Management Plan page displays. 
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Summer Food Service Program Budget 

Once the Sponsor Application, Site Application and Management Plan have been submitted, Summer 

Food Service Program Budget displays on the Sponsor Application menu. An online Program Budget 

must be submitted for approval as part of the application packet for the Program Year. Revisions to the 

budget may be submitted for approval throughout the Program Year as needed.  

Click GO! to the left of Program Budget on the Sponsor Application menu to access the Program Budget. 

Summer Food Service Program Budget 

The SFSP Budget menu lists the original budget and any revisions on file for the Program Year for the 

Sponsor. From this menu, you can view an approved budget, modify a budget that has been submitted but 

not yet approved, or add a revised budget. 

 

Figure 35: Summer Food Service Program Budget screen 

Budget List  

 If no budget has been submitted, No budget information available displays. 

 An approved budget or revision displays View in the Action column. After a revision of the 

budget has been approved, that revision can only be viewed. 

 A budget that has been submitted, but not yet approved, displays Modify in the Action column 

allowing the user to make changes prior to approval. 

 To add a revised budget, click Add. 

 To delete a revised budget, click Delete. 

The following buttons are located at the bottom of the Summer Food Service Program Budget list: 

Click this To 

Close Return to the Sponsor Application menu. 

Add New Budget Display the Summer Food Service Program Budget form. 
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Summer Food Service Program Budget Form 

The SFSP Budget form is a detailed estimate of the Sponsor’s annual expenses under the SFSP program.  

 

Figure 36: Summer Food Service Program Budget form 

Federal Revenue 

 The Operating Federal Revenue and the Administrative Federal Revenue are calculated using the 

information entered in the site application.  

NOTE: Since the federal reimbursement is based on information from the site application, the 

Program Budget should be revised if additional sites are added or if significant changes are 

made to the site applications. 

Adult Meals 

 Click Yes or No to indicate whether meals will be sold to adults. 

 Click Program Adults Only, Nonprogram Adults Only or Both to indicate the type of adults. 

 Enter the Price Charge for each meal offered. 

 

 

Figure 37: Summer Food Service Program Budget form (con’t) 
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Figure 38: Summer Food Service Program Budget form (cont) 
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Annual Costs 

 Click on each link to enter the estimated annual cost for each field in the Annual Costs section. 

 The Total for each category and for the Annual Costs Total is computed by the system. 

 

Figure 39: Summer Food Service Program Operating Cost screen 

1. To enter costs enter the number of rows in the text box and then click Add Rows. 

2. Enter the applicable information in the appropriate boxes that appear. 

3. Click Save. 

4. Click Save and Close when all of the applicable costs have been entered. 

NOTE: Use the green arrows to navigate between the costs within this section. 

Administrative Costs 

 Click on each link to enter the estimated annual cost for each field in the Administrative Costs 

section. 

 The Total for each category and for the Administrative Cost Grand Total is computed by the 

system. 
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Figure 40: Summer Food Service Program Operating Cost screen 

1. To enter costs enter the number of rows in the text box and then click Add Rows. 

2. Enter the applicable information in the appropriate boxes that appear. 

3. Click Save. 

4. Click Save and Close when all of the applicable costs have been entered. 

NOTE: Use the green arrows to navigate between the costs within this section. 

 

The following buttons are located at the bottom of the SFSP Program Budget form: 

Click this To 

< Back  Return to the SFSP Budget menu. 

Save Saves the changes made to the page and redisplays the pages. 

Submit Budget to 
DECAL for Approval 

Checks form for input and business rule errors. Saves input and displays the 
Budget Item Rows Disposition Summary. Note: The budget must be error 
free. 

How To: Submit a Summer Food Service Program Budget 

Below are the steps for submitting a SFSP Program Budget. 

1. From the Sponsor Application menu, click GO! to the left of Summer Food Service Program 

Budget. The SFSP Program Budget menu displays. 

2. Click Add. The SFSP Program Budget form displays. 
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3. Complete the form and click Submit Budget to DECAL for Approval. As with other forms, the 

system runs business rule edits and displays the SFSP Budget results page with the Budget Totals.  

4. If necessary, return to the budget using the Modify link, make changes to correct any errors, and 

then resubmit the budget. 

5. From the Summer Food Service Program Budget results page, click < Back to return to the SFSP 

Budget menu. The budget is added to the list with the date it was submitted in the Date Last 

Modified column. 

How To: Modify a Summer Food Service Program Budget 

Below are the steps for making changes to a SFSP budget/revision that has not yet been approved. 

1. From the Sponsor Application menu, click GO! to the left of Program Budget. The Summer 

Food Service Program Budget menu displays. 

2. Click Modify beside the unapproved budget/revision. The Summer Food Service Program Budget 

form displays with the completed budget. 

3. Make the needed changes and click Submit. As with the original budget, the system runs business 

rule edits and displays the SFSP Program Budget results page with the Budget Totals.  

4. If necessary, return to the budget by clicking the Modify link, make changes to correct any errors, 

and then resubmit the budget. 

5. From the SFSP Program Budget results page, click < Back to return to the SFSP Program Budget 

menu. The budget is added to the list with the date the modified budget was submitted in the Last 

Modified column. 

How To: Add a Revised Summer Food Service Program Budget 

In order to submit a revised SFSP budget, the last budget/revision must have been approved. Below are the 

steps for submitting a revised SFSP budget. 

1. Click Add. The SFSP Program Budget form displays and populates with information from the last 

approved budget revision.  

2. Make the desired revisions and click Submit. As with the original budget, the system runs 

business rule edits and displays the SFSP Program Budget results page with the revised Budget 

Totals.  

3. If necessary, return to the budget by clicking the Modify link, make changes to correct any errors, 

and then resubmit the budget. 

4. From the SFSP Program Budget results page, click < Back to return to the SFSP Program Budget 

menu. The revised budget is added to the list with the date it was submitted in the Last Modified 

column. 
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Menu Plans 

The menu plans are designed to… 

 

Figure 41: Summer Food Service Program Menu Plans screen 

How To: View a Summer Food Service Menu Plan 

Below are the steps for viewing a SFSP Program Menu Plan. 

1. From the Sponsor Application menu, click GO! to the left of Summer Food Service Program 

Menu Plans. The SFSP Program Menu Version History screen displays. 

2. Click View to the right of the revision you wish to view. The Sponsor Menus screen displays. 

3. Click Back to return to the Menu Version History screen. 

How To: Modify a Summer Food Service Menu Plan  

Below are the steps for making changes to a SFSP Program Menu Plan. 

1. From the Sponsor Application menu, click GO! to the left of Program Budget. The Menu 

Version History screen displays. 

2. Click Modify to the right of the meal you wish to modify. The Main Cycle Menu Form screen 

displays. 

3. Make the needed changes and click Save. 

4. Click Back to return to the Sponsors Menu screen. 

5. Click Save, and then click Back to return to the Menu Version History screen. 

How To: Delete Summer Food Service Menu Plan  

Below are the steps for deleting a SFSP Program Menu Plan. 

1. From the Sponsor Application menu, click GO! to the left of Summer Food Service Program 

Menu Plans. The SFSP Program Menu Version History screen displays.  

2. Click Delete to the right of the Revision Number you wish to delete. 

3. Click OK on the message box that appears. 
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Certifications 

The certifications screen is designed to allow the sponsor to Certify that they agree with or are 

incompliance with certain requirements. 

 

Figure 42: Summer Food Service Program Second Advance Payment Certification screen 

 Click each applicable certification statement check box. 

 Click Save to view the SFSP Certification Confirmation screen.  

 Click Finish to return to the Sponsor Information screen. 

The following buttons are located at the bottom of the SFSP Certification screen. 

Click this To 

< Back  Returns to the Sponsor Application Menu. Does not save input. 

Cancel Returns to the Sponsor Application Menu. Does not save input. 

Save Checks form for input and business rule errors. Saves input and displays Results page. 
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Advances 

The application packet Advances item is a tool tracks Advances. 

 Click Advances and the Advance Information: Summer Food Service Program screen displays. 

 

 

Figure 43: Advance Information: Summer Food Service Program screen 

Advances cannot be requested for previous months.  

 To request an Advance, click Add for the requesting month. The ADD Advance Request screen 

displays. 

 To modify an Advance, click Modify. 
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Figure 44: ADD Advance Request: SFSP screen 

 Select the appropriate check box to indicate the type of Advance requested. 

 Click 1
st
 Advance Request or a 2

nd
 Advance Request to indicate which Advance is requested. 

 If this is a second request select the appropriate Certification statement. 

 Click Save. The confirmation screen appears. 
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Figure 45: ADD Confirmation Advance Request screen 

 Click Finish to return to the Advance Information: SFSP screen. 
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Transaction History Report  

The Transaction History Report displays transactions that have occurred. The blue column headings are 

links and allow the user to sort the report information. 

 

Figure 46: Transaction History Report screen 

This screen is view only. Changes cannot be made to the listed transactions from this screen. 
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Applications Menu 

The Applications Menu is located on the left frame of the screen. The following menu items may be 

available based on user privilege.  

Report Card 

Click on Applications and then Report Card to view the following screen. 

 

 

Figure 47: Report Card 

The Report Card displays changes in program participation from the previous year. 
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Letter of Intent 

Sponsors must complete the Online Letter of Intent if they intend to operate in the coming year. Sponsors 

cannot start their online application until the Letter of Intent is approved. 

 

Figure 48: Online Letter of Intent screen 

1. Select a Program Year. 

 

Figure 49: Letter of Intent–Sponsor Index 

2. Click the first letter of the desired Sponsor’s name. 

 

Figure 50: Letter of Intent–Sponsor List 

3. Click Modify to the right of the Sponsor name you wish to view. The Letter of Intent screen 

displays. 
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Figure 51: Letter of Intent screen 

4. Select the check box(es) next to the site(s) to indicate operation in the selected program year. 

5. Click Submit. 

After the Letter of Intent has been submitted it is reviewed by the State Administrator. After the State 

Administrator has reviewed and approved the Letter of Intent the Sponsor can proceed with the Application 

Packet. 

Sponsor Application 

The sponsor application packet is explained in the beginning of this section. It is included here as a menu 

item only. See the beginning of Sponsor Application Packet for a complete description of the Application 

Packet. 

View Application 

The View Application menu item allows “View Only” access to the Application Packet. This enables you 

to view the application, but without the ability to making changes. The navigation for this selection is the 

same as the application packet information listed above. 

Application Status Menu  

The Sponsor Application Status screen allows access to various lists that show the status of all Sponsor 

Applications on file for the selected Program Year. This screen allows State employees quick and easy 

access to applications that need to be reviewed or approved. 

1. Click App Status Menu from the Applications menu and select a program year to view the 

Application Status screen.  
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Figure 52: Application Status Screen 

2. Use the right or left arrow button   to select the Program Year. 

3. Click GO! to view a list of Sponsors within each description type. 

 

 

Figure 53: Application Status screen 

4. Click Modify to access the Application packet. 
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Suspense Tracking  

Suspense Tracking is designed to assist in the application completion and approval process. Click the 

Suspense Tracking menu item to view the Suspense Tracking Management Parameter Selection screen. 

This screen allows you to select or filter the categories you wish to review.  

 

Figure 54: Suspense Tracking Management Parameter Selection screen 

1. Select a Program Year and Training Category from the respective list. 

2. Select the desired filters from the Consultant or Review lists. 

Click All Categories from the Choose a Training Category list and the following screen displays: 

 

Figure 55: Suspense Tracking Training Location List screen 

3. Click View Suspense Action to view only the selected category. 

4. Click View All Suspense to view all categories. 
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Figure 56: Suspense Tracking Management Report 

5. Click the Sponsor Name or View. The Sponsor Information Screen displays. 
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Available Forms 

Various downloadable forms, memoranda and procedures related to the Summer Food Service Program are 

available on the CNP 2000 system in a variety of formats. For forms that are in PDF format, you must have 

Adobe Acrobat Reader installed on your computer.  

Form Download Program Menu 

1. To access downloadable documents, click Available Forms on the Application menu. The list of 

SFSP Form Download Menu displays.  

 

Figure 57: Available Forms screen 
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Figure 58: Available Forms screen (cont) 

2. Click Download for the form you wish to download.  
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Approve Application 

When the application packet is complete and the Sponsor Application shows a status of OK the Sponsor 

displays Submit Application for Approval. The following screen shows the top of the Sponsor 

Information screen, when Submit for Approval is displayed. 

 

Figure 59: Sponsor’s view of the Submit for Approval link 

When the sponsor submits the application for approval the application becomes View Only to the sponsor 

until the State Administrator approves or returns the application.  

The State administrator can Approve the application or Return the application to the Sponsor.  

If the application is approved the Approval Date is displayed and Claims for reimbursement can be 

submitted. 

If the application is returned the state and the sponsor need to communicate regarding the return so that the 

sponsor can make the necessary corrections. 
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